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Office of the Attorney General 
Human Resources 
Indiana Government Center South, 5th floor 
302 W. Washington Street 
Indianapolis, IN  46204 
jobs@atg.state.in.us 
317-232-7979 (fax) ������ �
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DUTIES: 
 

• Review claim forms for completeness  
• Examine for accuracy and detect discrepancies where present 
• Obtain clarification or supporting documents when necessary 
• Create thorough and precise electronic and written records 
• Advise, guide, and assist claimants via in-person, phone, and written business 

correspondence 
• Research legal records as needed 
• Maintain shared database and run frequent searches within the software 
• Work in rotation with other Claims Representatives on specific and shared tasks 
• Other duties as assigned 

 
QUALIFICATIONS: 
 

• College education preferred or equivalent job-related experience 
• Strong ethics and personal integrity 
• Fast learner 
• Ability to work efficiently under time and volume pressure  
• Team player; also works well independently 
• Excellent problem solving skills 
• Ability to prioritize 
• Strong verbal and writing skills 
• Strong customer service skills 
• Detail-oriented 
• Excellent time-management and self-discipline skills 
• Good organization skills 
• Computer savvy; fluency on Microsoft PC platform required 
• Willingness to take direction 
• Flexible, can-do attitude 
• Excellent referrals 


